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MEMORANDUM FOR: Staff snd Division Ohvdefs, Offise of Personnel
SUBJECT: - Brisfing Matmln for Swvay Task Farge .

do mmm&mmwe uby Assistant Director

far Personnel, subjest as above, dated 8 July 195k, the Plamming sd

inalysis Sieff has devaloped an ovtling for ¢the 'B]mk Book® prasentaticn

to bs used in briefing the Survey Tod: Farewo Respousibilily for the
prepretion of m raterial is indisuted on «mc atmh@d eutling,

2: A gemoral roegquirement from ouch Steff amd Muvislon will be the
meparation of sceonplishments and oblactivas information listed in

section 5=g of the cutlina. Coordinetion of this msterial and the pro-

parstion of the semiary listad in 5-b will be ths responeibility of
this Staff, 4 sepsrate csubtline bhas been prapaved for section 5-¢ Lo
assist in inguring wifamity »f prescutation of this informatian,
Questions eougerning this outline should bs x'efwrod ﬂ:«a thos lem%
and Anglysis Smffo Drafés should ba ccaplate: o

30 'Thism&aﬁhhnthrmﬁﬂmquﬁmm%baphcm

on particular Staffy and divigions in comesiion with other itens syo -

necesaarily on & priority hasias, As you kndtr, PAS must asssblo o
complete draft for the Assistant Dirsctor fuo Parsommel by 15 July.
Tour assletence and coopsraltlion in macting this deadlive will bs

appreciated,

Chiet, Plapning and fnalysis Stalf
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6o Apency Personmel Statisides
{consinued)

of positiong; gupsrgradess
average grade and salarys
in process 1ees, oioo

bo BRiographieal statistiss
(1) Vital: age, 88X, Yaas,
veteran status otce
() Qualificationss
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skills, area experi-
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QUILINE ¥OR PARY 5=0

The desaription of accomplishronts sud cbjectives for sech Staff ani
Division should be daveloped acoording to ths fellowing outlines

1o

3a

Accomplishnarts and significant developments during Fiscal Year 195Ls |

5his section should include imporiont ace ants and

progran changes since 1 July 1953 Chonges prior to July 3 in
particuler aotivities currently e respousidility of ihe Division or
Btaf? concorned showld be indiuded if they reflect significant

iv. the perscimel prograa from an Agency point of vigw, (Exsmplest
cxanpsion from the Glsssification Agt of 19L9, esteblishmant of Per=
comel. Procursaent Divieion, P.L. 110 appointment authority, etes)
Varkload date (exampless perscunal astiors processed, position sudlta
andl surveys condacted, exit lrterviewa conducted, departaes prosessed,
work projects gompleted in IAB, etce) amd cort dats (exenples: re=
cruitnent cost per EOD, amount spent for advertising, testing, cost
of supporting insurance program and oredit undon activity, etc.)
should be irncluded in the text vwhenever posaiblos ;

Status of current program astlvitys | '
This seciion should report the presant gtatus of various sotivities
and operations carried out Ly the Staff or Division concerned. Par-
ticuler enphasis and explonation should be glven on those activities
cantracting, obo.)

Progrem outlooks . _ . _

This gection ghould outline gemersl prog=am plans for the futwre with
special emphagls baing givwen to problen aress tudp_hnsferworm

them cunte (Examples: solution of returnse sssignuent problem, utili-
gation of military persounsl, manpower mobilisation, ets.)
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